(Agency Name) Language Access Plan o
Effective Dates: January 2015-December 2015 (for example)
Section 1: Overview and Context

A. Connection to Mission

Insert your mission here. (Agency Name) recognizes that providing meaningful language access is a critical
function of ensuring safety and security for all survivors of sexual and domestic violence.

B. Language Access Needs: |

(Agency Name) has identified that are the languages spoken in our
community. The analysis of the general population and population served by our agency revealed that we

need to build immediate capacity to provide meaningful access in each of these languages.

Additional strategies for building relationships with and increasing our capacity to serve
speaking community members will be outlined in this plan.

C. Capacity-Building:

(Agency Name) offers the following services: . We have

identified several strategies for creating meaningful access to these services:

Comment [p1]: Congratulations! You are on your way to
increasing language access to your services!

We have developed this template to help break down the LEP plan
process into manageable pieces. The sample language and format
provided are drawn from the language access plans of other
organizations. Your language access plan needs to fit your
organizational reality and should be written in your own words,
however, make sure that your final preduct contains the critical
elements of a complete language access plan as outlined here.

NOTE: In developing a comprehensive language access plan, your
organization should first undertake some conversations and
research, and arrive at a few key decisions.

www.nationallatinonetwork.org/lep-toolkit-your-plan

! Comment [p2]: (Here you wi\rlﬂ;;;:ort the results of your

demographic assessment and other self-assessments.) This first
section will provide staff, board and others a summary of your
overall plan.

( amment [p3]: Which tanguages_ar; -mus: p.r-evalent in y:;;

area?
http:/lnationallatinonetwork.orgflep-teolkit-tools/management-
toolsfcommunity-language-assessment

What languages have you encountered in your program?
http://nationallatinonetwork.arg/lep-toolkit-tools/management-
toals/program-language-assessment

Service Language Access Strategies

24-Hour Crisis Line (for example) Train all staff and volunteers on connecting to

Language Line services.

Case Management for Survivors (for example) Add "Preferred Language” Categories to Intake

Form to improve screening and evaluation

Implementation of these strategies will take place as follows:

e January: [EXAMPLE: Place notice of availability of interpreters at all entrances. Place "I Speak” =

posters near every phone.]

e Feb-March: [EXAMPLE: Train all staff on language access plan, expectations and resources
available for providing language access.]

s March-April: [EXAMPLE: Enhance intake protocol to screen for and document language access
needs of survivors.]

Progress toward greater language access will be measured by:
e [EXAMPLE: Staff training evaluations will assess for comprehension and ability to implement
language access strategies. Target: 95% staff will be able to successfully implement language
access strategies by March 31.]
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Comment [p4]: What is your current capacity to provide
services in those languages? If any capacity-building steps have
been identified, incorporate the timeline, objectives and
benchmarks for implementing the plan.
http:/{nationallatinonetwork.org/lep-toolkit-strategies

Comment [p5]: Planning Tip: Do each of your implementation
steps have a way to measure your progress? If not, revise to allow
for an assessment of how implementation is going.




D.

[EXAMPLE: New intake categories for "Preferred Language” will be implemented by March 31.
Data input begins in April, first quarter analysis of language access needs completed by July 15.
Goal of 80% completion of the new category on the intake in the first quarter.]

Fund Development Needs:

Immediate funding needs include: [EXAMPLES: developing a line item in the budget for interpretation and
translation. Printing costs for " Speak” posters will be paid from grant or unrestricted revenue.]

Long-term funding needs include: [EXAMPLE: hiring plan for bilingual advocates, development of multi-
lingual video tour of shelter...]

Section 2: Policies

General Policy Statement:

(Agency name) will never turn anyone away because they do not speak English. Furthermore,
(Agency Name) will work to improve our capacity to provide meaningful access to individuals with
limited English proficiency every year.

(Agency Name) primary focus is to provide support and safety to victims of domestic violence and
sexval assault through direct services. Therefore, (Agency Name) will develop and secure
sustainable language resources as needed in both oral and written form so that no victim will be
denied access to information or services.

It is the policy of this agency to provide timely meaningful access for persons with LEP to all
agency programs and activities. All personnel shall provide free language assistance services to
individuals with LEP whom they encounter or whenever a person requests language assistance
services. All personnel will inform members of the public that language assistance services are
available free of charge to persons with LEP and that the agency will provide these services to
them.

3. (Agency Name) recognizes that many low-income individuals in its service area have limited English

proficiency. (Agency Name)'s goal is, whenever practicable, to offer and provide the same high
quality service to all survivors, regardless of their language and communication abilities. The
(Position Title) will be in charge of implementing (Agency Name)’s policy for assisting survivors
with limited English proficiency (the “"LEP Policy”).?

Purpose and Authority:

* Adapted with permission from the Kansas Coalition Against Sexual and Domestic Violence, Maodel Limited English
Proficiency (LEP) Plan, http://kcsdv.org/images/pdfs/model-LEP-plan.pd|

* Adapted from the Legal Assistance of Western Missouri plan available at

http:/fonlineresources.wnylc.net/pbforcdocs/LARC_Resources/LEPResources/ModellL EP/LegalServicesofWesternMiss

ouriLEPPlan.pdf

Language Access Plan Template - Page2ofg

Comment [p6]: If any fund development needs have been
identified, outline a summary of the needs and a plan for raising
the funds necessary to meet the needs.
www.nationallatinonetwork.org/lep-toolkit-your-plan/resource-
building

Comment [p7]: What is your organizaticnal policy regarding
serving LEP persons? Outline your organizational commitment to
providing language access and provide clear guidance to staff,
participants and the public abaut your language access services.

| comment [a8]: Adapt this policy to reflect the structure and

key elements of your organization’s policies and procedures. For
example:

Your organizations may have a Statement of Values and Code of
Ethics, which serve as the foundation from which you build board
and staff policies, decision-making, programs, and operations.
Many of these values and ethics center nondiscrimination and
diversity, some might include references to human rights. Rather
than draft a stand-alone language access “General Policy
Statement,” your organization might, instead, reinforce its
commitments te nondiscrimination and diversity by introducing
into your Statement of Values and/or Code of Ethics:

scommitments te persons with limited English proficiency,

srecognition of language accessibility as a core service,

sthat language access services must be publicized in the

community and provided free of charge, and

#a staff person whose responsibilities include the provision of

quality language access services.

Oryour organization might write its vision and mission on every
organizational policy, and make a practice of clearly linking each
policy to the vision and mission. In this case, the sample language
in this “General Palicy Statement” might serve as the preamble to
your comprehensive "Language Access Policy.”

Regardless of your organization's approach to documenting its
policies, additional points to consider might commit to language
access as a concrete step:

sto dismantle the systems barriers to access in your

organization,

+to recognize and respect the rights of all survivors

‘| Comment [p9]: How does this policy connect to yuu-r mission?

Why are you establishing this policy?




1. The purpose of this plan is to ensure that (agency name) provides meaningful access to agency

information and services to survivors and other constituents limited in their English language
proficiency. (Agency name) is committed to this plan as the appropriate response to meeting

survivors’ needs. This plan is consistent with federal requirements. All agencies that receive federal

financial assistance from the U.S. Department of Health and Human Services (HHS) must take
adequate steps to ensure that persons with limited English proficiency receive the language

assistance necessary to allow them meaningful access to services, free of charge’

2. The purpose of this plan is to establish effective guidelines, consistent with Title Vi of the Civil
Rights Act of 1964 and Executive Order 13166, for agency personnel to follow when providing
services to, or interacting with, individuals who have limited English proficiency (LEP). Following
these guidelines is essential to the success of our mission to [insert].

Section 3: Practices

A. Language Assistance Measures:

1. (Agency Name) expects staff to familiarize themselves with the language access practices and
resources outlined below. Staff should work directly with supervisors with questions, concerns, or
to report difficulties in accessing the indicated resources.

Point of Contact

Expectations of Staff

Tools and Resources

Crisis Line

Identify language spoken. Connect
with bilingual staff, interpreter, etc.

Language Line, Bilingual
Advocates, etc.

Comment [p10]: How and when should staff provide language
access? Include guidelines for all passible points of contact and
services, Include specific tools and resources available to staff.
Include oral interpretation guidelines and written translation
guidelines.

This can be written in narrative format, as below or as in the Mode!
Protocol on Services for Limited English Proficient Immigrant &
Refugee Victims by Washi State Coalition Against Domestic
Violence found at: http:/fwww.wascla.orgflibrary/item.389629-

Mcdel_Protocol_On_Services_for_LEP_Immigrant_and_Refugee
Victims_of Domesti

One-on-one Participant
Meetings (Intake, Case
Planning, etc.)

Ensure that an interpreter is available.
Follow best practices for ensuring
safety for participant by securing the
name of the interpreter in advance,
requiring an interpreter confidentiality
agreement, etc.

In-Person Interpreting Agency
Interpreter Confidentiality
Agreement

Ongoing Shelter Services

Notify participant of the available of
language services on an ongoing basis,
immediately provide access to the
language line when requested.

Language Line
Language-specific shelter tour
video

Community-Based
Services

Meet with other agencies and provide
information about LEP plan and
resources so that they may assist in
informing LEP individuals of language
assistance services available.

Flyers, | Speak Cards, brochures

Providing Referrals

Call the referral source and identify a
point of contact with adequate
language capacity. Connect the

In-Person Interpreting Agency
Language Line
Language access cards

7 Excerpted with permission from the Kansas Coalition Against Sexual and Domestic Violence, Model Limited English
Proficiency Plan. Available at http://kcsdv.org/images/pdfs/model-LEP-plan.pdf
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“{ Commer t [p1 15 Copy and Paste the analy_s-i-s-til-at you

already conducted on your Point of Contact Worksheet.







